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J— SUBMITTING PAPERWORK ON EWPLOYEE ACTIONS - |

1. Pusvose:
cr——————s——

- The putpose of this directive L& Zo set forth a wilform procedure for
submi{Zting paperwork concesning Personnel actions for negulan City
ampﬁogeu as well as CETA employees.

2. Policy: ‘
- 1t Qs the policy of the City to submit Changes of Siafus, Requisitions,

Da,w. Changes, Terminations and all other actions uvoﬁung City empﬂoyeeé
Zo. the Perscnnel Depariment for unpﬂe_mwta,«,wn

3. Respo M&bd,u;g

- The Personnel Department will have the Adminisinative hresponsibility
for recelving and processing all personnel actions recelved grom othen
City Depwwnm and Zhen fomwarnding them 4orn appropriate action by Zhe 1
City Managen's Office and/on zhe Budget and Reseanch Department. 3

- City Depasiments will have the responsibility gon inltiating all personnel
actions fon employees undern thein jurnisdiciion and inswiing that all in-
formation L& complete and accurate pailor o Lt belng fo:warded to the
Pe/umme,t’. Department o action. .

- 1t is also the department's /Le/spo;w_bx,w Zo {nsurne that papermworh Ls
L submitted at Least fdgteen [15) days pricn 1o the efgective date (excluding
Teuninations) 05 the action and that a!;(i ce ‘ULQA,JO}"duw actions are submitted
aacom;zgﬁy For example: When the devartment submits a Change o4 Stafus
- promoting an employee, a reguisition neplacing Zhe promoZed e,mpliogae should
be attached.

- The City Manager's 0f4ice will be responsible for seviewing and apphovdng
: all Herdt Increases and any personnel actions resuliing 4in more than a 5%
increase in salary. The Manager's 0f4ice will alsc review and approve all
ungiades and reclassdiications submiiied by Zhe Personnel Depariment.

- The Budget and Reseatrch Deparntment will be iesponsidble for reviemding and
' approving all Personnel actions fomwarded from Zhe Personnel Depariment.

4. Prooedures:

- The City depastment will initiate and submit all petsonnel actions o Zhe
Personnel Department, Aitn: PlLacement/Selection Division. This Lincludes:
Charges o4 Status, Regquisitions, Data Changes, Terminations, Long Terwm Leave
NoZices, efc.
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- The Placement/Selection Division of zthe Pe/uonne,ﬂ vepa)u':rnem WL revdew
and recond all paperwcrk recelved and forwand Lt Jon appropriate action.
This will {wsune that papesrvosrk L8 properly completed and this will set
w a contwl point from-which all personnel aciion can be Zracked.

- 1§ necessany, all papervcik needing Aeview ox approval of either the
City Afwaa@z’é Of44ce o1 Budgef § Research will be forwarded forn action
by zhe P!Laaemw/Seﬁactwn Divisdion.

- As the City Manager' A 04{4ice and Budget and Reseanch conclude thein
review, the paperwork will be retuwwed o the Pza,cemem/sa,ew,on
94.\;;..54.9»1 for Lmplementation.

- 1§ znene ane questions or if fuithern infommation Ls needed contact
- Joe Costantino, PLacement/Sefection Division, 299-7305.

ue C. M ugi, .7): Thémas E. Huebner
Peﬁ¢onne£ gCtﬁiggz. \\\\\\\\ City Manager -
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